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Claimant Portal Overview

Welcome to Claimant Portal with Idaho Department of Labor.

Claimant Portal is the secure, self-service system that you can use to manage your unemployment insurance benefits
account with the Idaho Department of Labor.

'. ; ﬂﬂ,ﬂ?r Urs-PT.r-Gu\dEs' '| ContactUs | Idahu.govr
W5 Claimant Portal Wyl
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Home» Login

Welcome to Claimant Portal

Claimant Portal is the secure, self-service system you can use to manage your Returning User - Login
unemployment benefits account with Idaho Department of Labor.

Email
With Claimant Portal you can: \ |
» Apply for an unemployment insurance benefits claim. Password
* File a weekly certification application for benefits. |
* Manage your profile and account information. Foraot Password

* Access claim, issue and overpayment details.
* View weekly benefit payments and annual 1099-Gs.
Login

Questions about Claimant Portal?

Find answers in the user guides. New User - Register

» Complete User Guide :
omplete User Guide New to Claimant Portal? Start here. Register a new Claimant Portal user
account with Idaho Department of Labor to file a new unemployment claim

or manage an existing claim. Account numbers and PINs from other

systems do not work with Claimant Portal.

Important

If you are using a computer in a public setting, you must log out and close the browser befare stepping away from the computer. This prevents unauthorized individuals from accessing
secure information. Log out by selecting the Log Out link at the top of the screen.

Idaho Department of Labor | C.L. "Butch” Otter, Governor | Kenneth D. Edmunds, Director
Labaor.ldaha.gov | Idaho.gov | Accessibility | Privacy and Security | An Equal Opportunity Employer and Service Provider

The Claimant Portal User Guide is a complete manual intended to help you properly navigate and use Claimant Portal.
Find how-to processes that walk you through each Claimant Portal feature along with relevant background information.

Claimant Portal URL: https://labor.idaho.gov/ClaimantPortal

With Claimant Portal, you can:

e (Create a Claimant Portal account for unemployment insurance benefits with the Idaho Department of Labor.

e Manage your unemployment account profile information and have your identity verified with the Idaho Transporta-
tion Department, Division of Motor Vehicles (DMV).

e Manage your work history for any Idaho employer, out-of-state employer, military branch, federal government

agency, and self-employment work.

See an unemployment benefit monetary eligibility projection based on wages you were paid by ldaho employers.

Apply for an unemployment insurance benefits claim with the Idaho Department of Labor.

See your current claim and previous claims on file with the Idaho Department of Labor.

File a weekly certification application for a benefit payment.

See your certification and payment history by benefit week.

Review each issue that is preventing benefit payments.

View benefit overpayment details for any benefits you were improperly paid.

Select a benefit payment method of bank card or direct deposit.

Select a tax withholding status to either withhold or not withhold federal taxes from weekly benefit payments.

Know your current work search status and view work search contacts by benefit week.

View your annual benefit payment totals reported on 1099-Gs each calendar year for income taxes.

2 | Claimant Portal | i.B
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Navigation Options

Claimant Portal uses simple navigation techniques to help you access your unemployment benefits account details.

Menu Option with Hover Dropdown Bar is the main navigation bar that contains two menu options: Apply for Bene-

fits and Manage Claims. When you hover over each menu option, a dropdown bar appears that displays links to
various portions of the Claimant Portal application.

Hover over the orange Apply for Benefits menu option:
s s Ew

Apply for Benefits
Fi

personal and contact

uld be eligible for if
ed to file N

application.

Quick Tips are question marks that provide more details about a data entry field or status. The question marks are
not clickable. Instead, they are activated when hovered over and deactivated when un-hovered over. Additionally,
when you begin to perform data entry into a field that has a quick tip, the tip is displayed as you type.

Before hovering and before placing the cursor in the data entry field:
Password

After hovering and after placing the cursor in the data entry field:

Password requirements:

My i
Hetween 8 and 40 characlers long, ethod for changes on your Claimant Portal
or. Please register for a Claimant Portal account

+ At least one number (0-9) 1tly have access to and will check regularly.

« Atleast one letter (a-z or A-Z).
« Al least one special character (# $, %, & efc.)

Password

Flip Cards are business-card sized and contain short statuses on front and longer descriptions on back.
Each Flip Card references a single aspect of your unemployment account.

Your Profile ? Wages and Work History ?

Verified Incomplete

Edit Your Profile Manage Work History

Hover over the question mark in the top right-hand corner to view more details about a feature or status.

Wages and Work History ?

Update your personal and contact information. Incom ple[e

Manage Waork History

Click the hyperlink located in the bottom right-hand corner of the flip card to access the feature.

Accordion FAQ are a series of clickable sections of text that can be opened and closed. They serve to answer a few
basic questions about unemployment benefit claims and weekly certifications.

Each Accordion FAQ is initially displayed as a + sign.
’ What is a Ul benefits claim? ‘

3 | Claimant Portal | i.B



Click the + sign to reveal an answer. Then click the - sign to close the answer.
B what is a Ul benefits claim?

Unemployment insurance is temporary financial assistance for workers who become unemployed through no
fault of their own. Employers pay a payroll tax that finances unemploymeent benefits. In Idaho, the tax is not
deducted from an employee's pay.

Data Entry Requirements

Data entry has been set up in a manner that is simple and easy to follow.

o Data Entry of Incorrect Character Types is Prevented

*  You will notice that you cannot type special characters into certain data entry fields. Special characters that are
not allowed include but are not limitedto: 1 “#$ % & * ()-_+=/,.<>?.

e Data Entry is Mouse and Keyboard Friendly

= |f you prefer to use your mouse, you can click in each data entry field and type details.
=  |f you prefer use your keyboard, you can tab to each data entry field and type your information.

Dynamic Statuses on Screen

Much of the Claimant Portal is dynamic and various statuses are displayed based on the criteria you meet. This way, at
glance you will be able to ascertain your current status. It also enables you to walk through the most urgent require-
ments and processes with ease.

Help Feature
The Help feature provides access to frequently asked questions about unemployment insurance benefits. From the
navigation bar on any screen in Claimant Portal, click the green Help button to open the Ul FAQ in a new internet tab.

OD usercudes - | comactus | idahos

Ol
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Emails from ldaho Department of Labor

A few actions you perform in Claimant Portal will send an email to the email address on your Claimant Portal account.
Idaho Department of Labor sends Claimant Portal and unemployment-related emails from two main email addresses,
Add these email addresses to your safe list to ensure that you receive the department’s emails as anticipated.

*  DoNotReply@Ilabor.idaho.gov
*  |dahoLabor@public.govdelivery.com

New to Claimant Portal? Get Started Here.

If this is the first time you have used Claimant Portal for unemployment insurance benefits, it is important for you to set
up your account with complete and accurate information. These steps provide a quick view of the overall process. Each
step also has a corresponding how-to process, which contains more detailed instructions.

Step 1: Register a New Claimant Portal User Account with Claimant Portal through the email verification process.
Step 2: Log in to Claimant Portal with your verified email address and password.
Step 3: Update Your Profile with personal, contact, and demographic information, and have your identity verified.

* If your identity is verified successfully, you will be able to access all features and areas in Claimant Portal.
* If your identity is not verified, you will have limited access to basic features in Claimant Portal.

Step 4: Manage your Work History, confirm the Idaho employers you worked for during the past two years. Add any
missing Idaho or out-of-state employer, military branch, federal government agency, and self-employment work.

* If you have a current unemployment claim with Idaho Department of Labor, skip step 5 and go to step 6.
Step 5: File an Unemployment Claim Application and find out if you are eligible for benefits. This process may take 30
to 45 minutes. The key to a quicker process is to gather the details you will need before you begin.
Step 5-1: Review Your Claim Application and check for accuracy in the information you provided.

Step 6: Understand Your Work Search Requirements for each week that you draw unemployment benefits.
Step 7: Review any Issues Preventing Benefit Payments and provide fact-finding details on pending issues, if required.
Step 8: File a Weekly Certification Application for each week you want to draw benefits from your unemployment claim.

4 | Claimant Portal | i.B



How-To Processes

Follow these step-by-step How-To Processes to havigate through the entire Claimant Portal system.

If this is your first time in the Claimant Portal, the how-to processes are provided in order of items you need to complete
first followed by items you could follow up with later.

If this is not your first time in the Claimant Portal, feel free to click on a specific how-to process and be redirected to
that section of the user guide.

Register A New Claimant Portal User Account
Log In To Claimant Portal

Reset Your Forgotten Password

Update Your Profile Information

Change Your Account Password

View Your Unemployment Benefit Projection
Manage Your Work History

File An Unemployment Claim Application
Change Your Payment Method

Change Your Tax Withholding Status

View Your Claim History

Manage Your Issues

View Your Benefit Overpayments

View Your Certifications and Payments

File A Weekly Certification Application

View Your Work Search Status And Work Search Contacts
View Your 1099-Gs

LD b b R b b b b b b b b b b 2 I o
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Register A New Claimant Portal User Account
How-To: Register a new user account in Claimant Portal with the Idaho Department of Labor.

About Your User Account

Any individual who wants to use the features in Claimant Portal must create a new user account. Register easily using a
valid email address. If you do not have an email address, please set one up before you register.

User account numbers and PINs used in other systems cannot be used to login to Claimant Portal. Login information
from other systems do not work on Claimant Portal.

Visit the Claimant Portal website at: l[abor.idaho.gov/ClaimantPortal.

U P userGuides * | Contactus | idahogov

'..
ADVIO  Claimant Portal

Internet Unemployment System | (5

Welcome to Claimant Portal

Returning User - Login

Email

Password

New User - Register

Ne:

Idaho Department of Labor | C.L. "Butch" Otter, Governor | Kenneth 0, Edmunds, Director
| An Equal Opportundy Employer and Service Provider

Click the Register button.

The Register New User slider screen will be displayed on the right-hand portion of the screen.

® Cancel

Register New User

Email is the primary communication method for changes on your Claimant Portal
account with Idaho Department of Labor. Please register for a Claimant Portal account
using an email address that you currently have access to and will check regularly.
Email

Password
| |

Confirm Password

Type an Email address that you have access to and can check frequently.

Type your Password.

*  Your password must be 8 to 40 characters in length and contain at least one letter, one number, and one special character.

Retype the same password in the Confirm Password field.

Click the Submit button to register your user profile.

A Registration Successful screen will be displayed and an email with the subject line Claimant Portal Email Verification
will be immediately sent to the email address you provided.

6 | Claimant Portal | i.B
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X Close

Registration Successful
Your registration has been processed. You must verify your email address before you log
in to Claimant Portal for the first time.

A Claimant Portal Email Verification email has been sent to your
account. Please check your inbox for this email. Click
the link provided in the email to verify that this is your email address.

If you are unable to find the email in your Inbox, check your Bulk, Spam and Trash
folders.

If you are still unable to find the email, click the Resend Verification Email button
provided below to resend the verification email.

Resend Verification Email

Before you can log in to Claimant Portal for the first time, you must verify your email address.

Open the Claimant Portal Email Verification email. The email contains a verification link that you will need to use to con-
firm that the email address you provided is your email.

e If you do not see the email in your Inbox, click the Resend Verification Email button and start the process again.

e If you do see the email in your Inbox, click the email verification link. The Claimant Portal Thank You screen will
open in your default internet browser.

SEIP userGudes v | conactus | dahogov

'-. L ” &
WM Claimant Portal -

Internet Unemployment System | {5

w Idaho Department of Labor | C.L. “Butch* Otter, Governor | Kenneth D. Edmunds, Director
I An Equal Opportunity Employer and Service Provider

Click the Login hyperlink to return to the Claimant Portal welcome page and log in to your Claimant Portal user profile.

7 | Claimant Portal | i.B



Log In To Claimant Portal

How-To: Log in to your existing user account to access Claimant Portal with Idaho Department of Labor.
Visit the Claimant Portal website at: labor.idaho.gov/ClaimantPortal.

D usercuides + | comactus | i

Ol
Claimant Portal

Internet Unemployment System | {5

Welcome to Claimant Portal

Returning User - Login

Email

New User - Register

w Idaho Department of Labor | C.L. “Butch"” Otter, Governor | Kenneth D. Edmur
| An Equal Opp

Type your registered Email address in the Email field.

Type your Password in the Password field.

Click the Log In button to access your Claimant Portal user account and view your Claimant Portal Home screen.

UserGuides * | Contactus | idahogov SR

I..
Claimant Portal

Internet Unemployment System | {5

APPLY FOR BENEFTS * MANAGE CLAIMS *

Claimant Portal Home

tems For Your Attention

ncomplete

w daho Department of Labor | C.L. "Butch Otter, Governor | Kenneth . Edmuns

— Ifyou are a new Claimant Portal user, you must set up your profile. See the Update Your Profile how-to process.
%

If you are not a new Claimant Portal user, you may go to any area in Claimant Portal for which you have access. A
related how-to process is available for each feature in Claimant Portal.

8 | Claimant Portal | i.B
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Reset Your Forgotten Password
How-To: Reset the password on your Claimant Portal account if you have forgotten it and cannot log in.

Visit the Claimant Portal website at: labor.idaho.gov/ClaimantPortal.

'.'
ADVIO!  Claimant Portal

Internet Unemployment System | {5

Welcome to Claimant Portal
Returning User - Login

Email

Idaho Department of Labor | C.L. "Butch" Otter, Governor | Kenneth 0, Edmunds, Director
| n Equal Opportunty Employer and Service Provider

Click the Forgot Password? hyperlink to access the Reset Forgotten Password screen.

P usercuides » | comactus | idshogov

’..
JIDVIO  Claimant Portal

Internet Unemployment System | {5

Reset Forgotten Password

get your password? Provide your emall address below and dlick the Submit button. You will receive an emall f
reset your password.

Email Address:

w 1daho Department of Labor | C.L. “Butch" Otter, Governor | Kenneth 0. Edmunds, Director
| An Equal Opporunity Employer and Service Provider

Type the Email Address to which you want the Claimant Portal Password Reset email to be sent. This should be the
email address with which you normally log in to your Claimant Portal account.

Click the Submit button to submit your password reset request and refresh the Reset Forgotten Password screen. The
email should show up fairly quickly in the inbox of the email address you indicated in your request.

APPLY FOR BENEFITS ~ MANAGE CLAIMS. *

Reset Forgotten Password

Log in to your email account and access your Inbox. You should see a new email from Idaho Department of Labor titled
Claimant Portal Password Reset.

Click the hyperlink provided in the Claimant Portal Password Reset email. It should open a secure Claimant Portal Re-
set Password screen.

9 | Claimant Portal | i.B
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Reset Password

Use the form ta reset your password
Confirm Email

Wew Password

Confirm Password

Type the email address you use to log in to your Claimant Portal account in the Confirm Email field.

Type a new password in the New Password field.

*  Your password must be 8 to 40 characters in length and contain at least one letter, one number, and one special character.
Retype the same password in the Confirm Password field.

Click the Reset Password button to have your password reset immediately. The screen will refresh to indicate that your
change was successful.

Reset Successful

reset and is ready to be used immediately. You can use itto log in

Click the here hyperlink to return to the main Claimant Portal Welcome screen and log in using your new password.

10 | Claimant Portal | s



Update Your Profile Information
How-To: Update your Claimant Portal profile information with Idaho Department of Labor.

About Your Profile Information

The first time you log in to access your Claimant Portal account, you must provide some details about yourself to Idaho
Department of Labor.

Every other time you log in to access your Claimant Portal account, it is important for you to update your personal, con-
tact, mailing, and demographic information if it changes.

Idaho Department of Labor mails letters that contain time-sensitive details about your benefits, so keep this infor-
mation current to ensure you receive all communications about your unemployment benefits account.

Even after you stop claiming unemployment benefits, you must continue to keep your mailing address updated to en-
sure that you receive all communications from Idaho Department of Labor.

Additionally, if your mailing address changes, you must update that information with the Idaho Transportation Depart-
ment, Division of Motor Vehicles as well as with the Idaho Department of Labor.

Log in to Claimant Portal and access your Claimant Portal Home screen.

User Guides » | ContactUs | idahogov JROEIER

".
ADVIO!  Claimant Portal

Internet Unemployment System | {5

APPLY FOR BENEFITS * MANAGE CLAIMS *

Claimant Portal Home

ncomplete

w Idaho Department of Labor | C.L. “Butch” Otter, Governor | Kenneth D. Edmunds, Director
An Equs! Oppartunity Employer and Service Provides

— If this is the first time you have accessed Claimant Portal, the only action available is to update Your Profile.

The Your Profile flip card displays a status of Incomplete, as seen in the picture above. You must complete your profile
to access other areas of Claimant Portal.

Click the Edit Your Profile hyperlink to access the Your Profile screen.

o s uides = | CorttUs. | dahogow
e  Clajnant Portal ‘43, .

Internet Unemployment System | {5y

APPLY FOR BENEFITS ~ MANAGE CLAIMS ~

Your Profile
Personal Information

First Name Middle Initial Last Name Sex

Social Drivers
Date of Birth Security Number License Type

It is important that all information you provide during data entry is accurate and true.

11 | Claimant Portal | s



Type all required and pertinent information in to your profile including your Personal Information, Address Information,
Contact Information, and Demographic Information.

*  Note: Certain data entry fields only allow entry of specific character types. You will be prevented from entering in-
correct characters in fields such as Date of Birth, Social Security Number, Driver’s License, and Address.

Click the Submit button to save your profile information to Claimant Portal and run the identity verification check.

About Identity Verification

The profile information you provide will be verified with the data that is on file for you at Idaho Transportation Depart-
ment, Division of Motor Vehicles (DMV). Once your identity is verified, you will be granted access to additional areas of
Claimant Portal, including your known Idaho wages on the Benefit Projection and Work History screens.

The verification with DMV happens automatically, and within moments.

— If your identity cannot be verified, you must review your profile for typos, make any necessary corrections and re-
submit your information in Claimant Portal. If your identity still cannot be verified, please contact the DMV to con-
firm the information they have on record is correct. If the DMV has incorrect information on file for you, you must
correct it with the DMV first. Once fixed, return to the Claimant Portal to resubmit your profile and initiate the iden-
tity verification process again.

— If you do not have an Idaho driver’s license, you will not be able to view known Idaho wages on the work history and
benefit projection screens in Claimant Portal.

— If at a future time you do have an Idaho driver’s license, you will need to update your profile with the Idaho driver’s
license number, resubmit your profile, and your identity will be checked again.

Note: You can file an unemployment benefits claim or file a weekly certification for a benefit payment with an unveri-
fied identity. However, an identity verification issue on your account will prevent benefit payments.

If you have questions about identity verification, you may contact a Claim Specialist with Idaho Department of Labor at
(208) 332-8942.

Once your identity has been verified, you will be granted access to more screens in Claimant Portal including your Bene-
fit Projection and your Work History.

Additionally, on the Apply for a Ul Benefits Claim landing page, the Your Profile flip card will display Verified.

UserGuides * | ComactUs | dahogov R

- IDAHO o

S Claimant Portal =

Internet Unemployment System | {5

APPLY FOR BENEFITS ~ MANAGE CLAIMS ~

Apply for a Ul Benefits Claim

Verified Incomplete
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Change Your Account Password

How-To: Change the account password that you use to log in to Claimant Portal.

Log in to Claimant Portal. Hover over the Apply for Benefits menu option.

UserGuides * | Contactts | idahogov. [Rutuny Logout

'..
APV Claimant Portal

Internet Unemployment System | 5

User Guides * | ContactUs | Idahogov [N Log Out

.
JIDVIO  Claimant Portal

Internet Unemployment System | 5 —

APPLY FOR BENEFITS ~ MANAGE CLAIMS *

Your Profile

Personal Information

First Name Middle Initial Last Name Sex

Social Oriver's
Date of Birth Security Number License Type

Address Information

Mailing Address Address Line 2 Change Password

You may at any time.

On Your Profile in the sidebar, click the Change Your Password hyperlink to access the Change Password screen.

[ I Ll Weicome

- ) —
MR Claimant Portal "‘/'h

Internét Unemployment System | {5

APPLY FOR BENEFITS MANAGE CLAIMS *

assword

Change Password

old Password
New Password

Confirm New Password

Idaho Department of Labor | C.L. “Butch" Otter, Governor | Kenneth D, Edmunds, Director
¥ | An Equal Opportunity Employer and Service Provider

Password Requirements: Your password must be between 8 and 40 characters in length, and contain at least one let-
ter, one number, and one special character. Moreover, your new password must be different from your old password.

Type your old password, your new password, and then confirm your new password.

As a form of verification, your old password will be confirmed prior to assignment of your new password.
Click the Submit button to save your new password.

After saving, a confirmation of the change should be displayed.

An email with the subject line Claimant Portal Password Change is also immediately sent to the email address on your
Claimant Portal account to inform you that a password change occurred.

— If you ever receive this email when you have not requested a password change, contact Idaho Department of Labor
immediately for investigation.

13 | Claimant Portal | s



View Your Unemployment Benefit Projection
How-To: View your estimated Unemployment Insurance Benefit Projection before you file a claim.

About Your Benefit Projection

The Ul Benefit Projection screen provides an estimate of the dollar amount of benefits for which you could be eligible if
you file an unemployment benefits claim application. The benefit projection includes only wages reported to the depart-
ment by Idaho employers during a specified timeframe known as a base period. The base period is one year and con-
sists of four completed calendar quarters. The projection does not include wages paid from any other type of employer
such as a military branch, federal government agency, or an employer in a state other than Idaho.

Because this monetary projection uses wages that have been reported by Idaho employers who you worked for, you
are given access to this screen after Idaho Department of Labor has verified your identity and found your Idaho wages.

Log in to Claimant Portal. Hover over the Apply for Benefits menu option.

UserGuides * | Contactus | idahogov [T

Ol
JIDVIO  Claimant Portal

Interneét Unemployment System | 5

MANAGE CLAIMS ~

Click the Apply for Benefits menu option to access the Apply for a Ul Benefits Claim landing page.
E—

for

Apply for a Ul Benefits Claim

Verified ncomplete benefi

$247.00 per week for 19 weeks [ —

The Benefit Projection flip card displays a high-level view of your benefit projection. The Quick Tip provides a little more
detail about your benefit projection.

Benefit Projection

This is an estimate of what your unemployment

$247.00 per week for 19 weeks benefits could be if you file a claim and are found
eligible.

View Benefit Projection

Click the View Benefit Projection hyperlink to access the Ul Benefit Projection screen.

APPLY FOR BENEFITS * MANAGE CLAIMS *

Ul Benefit Projection

Click the Print Page menu option to print your Ul Benefit Projection screen. Your benefit projection can be used as proof
of what unemployment benefit amount you could be eligible for when requested by other entities.
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Manage Your Work History

How To: Confirm your wages paid to you from Idaho employers and manage your official work history.

About Your Work History

It is important for you to provide your work history for the most recent two calendar years to Idaho Department of Labor
before you file an unemployment insurance benefits claim application. This will ensure that all wages you were paid are
accounted for in your monetary determination, and that you receive the correct total benefit amount and weekly benefit
amount. Your wage details should include any Idaho or out-of-state employer, military branch, federal government
agency, and self-employment work that you performed in the past two years.

Once you have filed your claim application, if you have some additional income, you will need to report it on your weekly
certification application as it occurs. Updates made to the work history screen are taken into account when an unem-
ployment claim is filed initially.

Log in to Claimant Portal.

Hover over and click the Apply for Benefits menu option to access the Apply for a Ul Benefits Claim landing page.

User Guides * | ContactUs | tdahogov Iy
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Apply for a Ul Benefits Claim

Verified Incomplete

Your Wages and Work History flip card status will be displayed as either Incomplete or Complete.

— Incomplete indicates that you have not confirmed all Idaho wages that are on file with Idaho Department of Labor.
It also indicates that there could be missing work history entries from an Idaho or out-of-state employer, military
branch, federal government agency, or self-employment work.

— Complete indicates that you have confirmed all Idaho wages that are on file with Idaho Department of Labor. How-
ever, there could still be an Idaho or out-of-state employer, military branch, federal government agency, or self-em-
ployment work that has not yet been reported on your account. So, before you file a claim for unemployment bene-
fits, please double-check your work history, even if it shows a status of complete.

On the Wages and Work History flip card, click the Manage Work History link to access your Work History screen.

[ BRI ] Welcome sarah.mecantyBlabor dahogov  Log Out

'.-
ADVIO  Claimant Portal

'
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APPLY FOR BENERTS * MANAGE CLAIMS

Work History

Befor file a cl I

The Work History screen is where you can confirm the wages Idaho Department of Labor has on record from each Idaho
employer who has reported paying you for work you performed.

Idaho Wages
Employer Name work History JULSEP 2014 OCT-DEC 2014 JAN-MAR 2015 APRJUN 2015 Total
$2,125.77 $877.32 $1,377.08 %0 $4,380.53

50 0 85, 4723375 $13.086.25

Total $2125.77 3877.32 $7,22094 $723375 $17,466.78

Each employer listed in the ldaho Wages table is an employer who has reported paying you during the quarters that are
displayed. You must confirm whether you worked for each employer that is listed under Idaho Wages.

To take action for each employer, you must either:

e  Confirm your employment by adding the employer to your Official Work History, or
e Request an investigation into the Idaho Wages for that employer, but only if you truly did not work for the employer.
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Each employer may be known multiple names. Oftentimes, the public-facing name is different from the company’s
business name. Pay close attention to this. Check your pay stubs for multiple names to identify whether the name of
the employer that is listed on your Idaho Wages table is the employer who paid you.

Add Idaho Wages to Your Official Work History

How To: Take an Idaho employer that is listed on your Idaho Wages and add it to your Official Work History
for use in a determination of monetary eligibility on an unemployment insurance benefits claim.

Begin on the Work History screen.

Idaho Wages

Employer Name Work Histary JULSEP 2014 OCT-DEC 2014 JAN-MAR 2015 APRJUN 2015 Total
$2125.77 $877.32 $1377.44 0 $4,380.53

50 0 85, 4723375 $13.086.25

Total $2125.77 3877.32 $7,229.94 $723375 $17,466.78

Click the Add hyperlink located in the Work History column to access the Add Work History - Idaho Employer screen.

User Guides = | Contacts | idahogov [T
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APPLY FOR BENEFITS ~

Add Work History - Idaho Employer

omplete all sections and click the Submitbutt your offic

Employer Information

Enter your Employer Information, Employment Details and a Separation Reason in all required fields marked with a red
asterisk. These details about your employment will be used to confirm your employment during the monetary determi-
nation process, so please make certain your information is accurate and true.

Under the Employment Details section, you will notice a Job Classification picker.

Employment Details

Job Title Job Classification

| e

Click the Job Classification icon to access the Job Classification picker: a popup.

Select lob Classification IE‘

Please identify your job classification. Begin with the broader industry and make additional selections to find your specific
Job description.

Industry

The Job Classification picker will take you through a series of dropdown options that range from a broad industry to a
specific job description.

Select lob Classification |E|

Please identify your job classification. Begin with the broader industry and make additional selections to find your specific
job description.

Industry
Arts, Design, Entertainment, Sports, and Media Occupations v

Category
Media and Communication Workers v

Subcategory
Writers and Editors v

Type
Technical Writers M

Job Description: Write technical materials, such as equipment manuals, appendices, or operating and
maintenance instructions. May assist in layout work.

Select Job Classification
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Once you have identified your Industry, Category, Subcategory, and Type, a Job Description is displayed.

Click the Select Job Classification button to save your selections and return to the Add Work History screen. Your Job
Description should now be displayed.

Employment Details

ob Title Job Classification

Technical write [ =%

Start Date End Date Supervisor Name- Supervisor Phone Number

Gross Earnings (3) Rate of Pay ($] Frequency of Pay

Under the Employment Details section, there are a number of other data entry fields that you must fill out.

e Start Date is the day you first began to work for this employer, or the date you returned to work for this employer.
o End Date is the last day you physically worked for this employer.
e Gross Earnings is the total dollar amount you earned before any deductions, between your start date and end date
with this employer.
e Rate of Pay is the dollar amount that you earned per hour, daily, weekly, etc., depending on how you were paid.
e Frequency of Pay is how often your rate of pay occurred.
o Example 1: If you are paid $10 per hour, your Rate of Pay is $10 and your Frequency of Pay is hourly.
o Example 2: If you are paid $50 per day, your Rate of Pay is $50 and your Frequency of Pay is daily.
o Staffing Agency is where you should indicate whether you worked through a staffing agency or temporary employ-
ment agency who hired you for a specific job assignment.
o Ifthis employer is a staffing or temporary employment agency, you must indicate whether you have contacted
this employer to determine if other suitable work is available for you.
e Return To Work is where you should indicate whether the employer has given you a date on which you will return to
full-time work at this job.
o Ifyou will return to work with this employer, you must provide the date on which you will return to full-time
work at this job.

Continue to select your answers, enter dates and type details into each data entry field.

Under the Separation Reason section, choose a reason that best describes your separation from this employer.

Separation Reason

Some separation reasons require you to provide additional information about your separation from this employer. The
details you provide will be reviewed by the Idaho Department of Labor and will be a part of the decision-making process
to determine your personal eligibility on this unemployment benefits claim.

Separation Reason

Separation Details

m Click the Submit button to save the details you entered and add this job to your official work history. Once the
Work History screen refreshes, the ldaho Wages table shows a Completed status for this employer and the
Official Work History table displays the job.
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Idaho Wages
Employer Name Work History JUL'SEP 2014 OCT-DEC 2014 JAN-MAR 2015 APRJUN 2015 Total

Completed $2125.77 387732 $1377.44 0

0 50

Tota $2125.77 387732

Add Work History

Official Work History Filter Results

Emplayer Name Employer Type Job Title StartDate  EndDate  GrossEamings  Separation Reason

idaho Private Sector  Technical Writer /2014 37252015 $6,000.00 Layoff Due to Lack of Work

The employment listed in the Official Work History table is the record that is on file with Idaho Department of Labor. En-
sure it is complete so that your monetary determination is accurate.

Repeat this how-to process for all Idaho employers listed on the Idaho Wages table. Once all Idaho employers listed in
the Idaho Wages table have been confirmed, you are ready to follow the Add a Missing Employer to Your Official Work
History how-to process.

Request an Idaho Wages Investigation

How To: Request an investigation into Idaho wages that are listed for an employer with whom you did not
work. An employer with whom you did not work should not be listed in your Idaho Wages. An errant employer needs to
be reviewed by Idaho Department of Labor. Call a Claim Specialist at (208) 332-8942 during regular business hours.

Add a Missing Employer to Your Official Work History

How To: Add a missing employer to your official work history for use on an unemployment benefits claim.
This should include any missing out-of-state employer, federal government agency, military branch, or self-
employment work from the past two calendar years. It should also include any missing Idaho employer from
the past two calendar years who was not listed on your Idaho Wages table.

If an employer who paid you is not listed on your Idaho Wages and is not listed on your Official Work History, you need
to add a new work history entry for that employer. Retrieve a pay stub you received from this employer to ensure the
details you provide to Idaho Department of Labor are accurate.

Begin on the Work History screen.

Click the Add Work History button to access the Select an Employment Type popup.

an Employment Type:

K Filter Results

i Gross
Employer Type  JobTitle Date EndDate  Earnings Separation Reason

aho Private Technical

Select the type of employment that is missing from your official work history. Each employment type has different re-
quirements and you will be presented with a different set of on-screen questions. Answer truthfully and accurately. An
example of each employer type is displayed here.

Idaho Employer

APPLY FOR BENEFITS ¥ MANAGE CLAIMS. ™

Add Work History - Idaho Employer

Complete all sections and click the Submit button to save your official Idaho employer work history,

Employer Information

If you selected an Idaho employer, the Idaho Employer Search popup will be displayed. You are required to identify
the employer with whom you worked. In most cases, the employer should be available for you to find.

Idaho Employer Search

Home» Apply» Work History » Add Work History

Enter the Name of your employer and click the Search button to view a list of employers that match your search criteria.
Ta limit the number of results, you can enter the City of your employment.

Once you have selected an employer from the list, the Employer Information and Mailing Address will be automatically
populated on your work history entry.

Employer Name ‘ ‘Employer City | m

Employer Name is required.
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Type the employer name and the city in which you worked.

Click the Search button to see a list of employers who meet your search criteria.

Idaho Employer Search E
Home » Apply» Work History » Add Work History

Enter the Name of your employer and click the Search button to view a list of employers that match your search criteria.

To limit the number of results, you can enter the City of your employment.

Once you have selected an employer from the list, the Employer Information and Mailing Address will be automatically
populated on your work history entry.

Employer Name Employer City
b . -
Employer Name Also Known As Physical Address
Select
Employer

If you do not see your employer in the search results, you may search again or manually enter your employer's information.

Manually Enter Employer Details

o Ifthe employer you worked for is listed, click the corresponding Select Employer hyperlink to add that employer
to your official work history and continue the confirmation process.

o Ifthe employer you worked for is not listed, double-check your pay stub to see if the employer goes by a differ-
ent also-known-as name. You can refine your search parameters and attempt to identify the employer again.
Most Idaho employers should be available using the employer search.

o If the employer you worked for is truly not listed, click the Manually Enter Employer Details button to input the
employer’s details yourself. It will still point you to the Add Work History - Idaho Employer screen, but it will in-
clude a few extra data entry fields that you need to fill in.

Out-of-State Employer

APPLY FOR BENEFITS ™ MANAGE CLAIMS *

Add Work History - Out-of-State Employer

Complete all sections and click the Submirbutton to save your official out-of state work history.

Employer Information

Federal Government Employer

APPLY FOR BENEFITS ™ MANAGE CLAIMS ~

Add Werk Hist

Add Work History - Federal Government

Complete all sections and click the Subvmit button to save your official federal government work history.

Employer Information

Military Employer

APPLY FOR BENEFITS MANAGE CLAIMS ~

Add Work History

Add Work History - Military

Complete all sections and dlick the Submit button to save your official milltary work history.

Employer Information

Self-Employment Work

APPLY FOR BENEFITS = MANAGE CLAIMS ~

+ Add Work History

Add Work History - Self Employment

Complete all fields listed below and click the Submit button to save your official self-employment work histary.

Employment Details

Regardless of the type of employer you add to your work history, you will notice a Job Classification picker.

Emplayment Details

Job Title Job Classification

[ =3

Click the Job Classification icon to access the Job Classification picker: a popup.
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Select lob Classification [x]

Please identify your job classification. Begin with the broader industry and make additional selections to find your specific
Job description.

Industry

The Job Classification picker will present you with a series of selections ranging from an industry to a specific job type.

Select lob Classification |E|

Please identify your job classification. Begin with the broader industry and make additional selections to find your specific
job description.

Industry
Arts, Design, Entertainment, Sports, and Media Occupations v

Category
Media and Communication Workers v

Subcategory
Writers and Editors v

Type
Technical Writers M

Job Description: Write technical materials, such as equipment manuals, appendices, or operating and
maintenance instructions. May assist in layout work.

Select Job Classification

Once you have identified your Industry, Category, Subcategory, and Type, a Job Description is displayed.

Click the Select Job Classification button to save your selections and return to the Add Work History screen. Your Job
Classification should now be displayed.

Employment Details

Job Title Job Classification
Technical Writer I =

Start Date End Date Supervisor Name: Supervisor Phane Number
Gross Earnings ($) Rate of Pay ($) Frequency of Pay
staffing Agency

thi ffing or temporary work agency? OYes (Mo

Return to work
Are you schedule:

d to return to work for this employer? OYes  ()No

Under the Employment Details section, there are a number of other data entry fields.

e Start Date is the day you first began to work for this employer, or the date you returned to work for this employer.
o End Date is the last day you physically worked for this employer.
e Gross Earnings is the total dollar amount you earned before any deductions, between your start date and end date
with this employer.
e Rate of Pay is the dollar amount that you earned per hour, daily, weekly, etc.
o Frequency of Pay is how often your rate of pay occurred.
o Example 1: If you are paid $10 per hour, your Rate of Pay is $10 and your Frequency of Pay is hourly.
o Example 2: If you are paid $50 per day, your Rate of Pay is $50 and your Frequency of Pay is daily.
o Staffing Agency is where you should indicate whether you worked through a staffing agency or temporary employ-
ment agency who hired you for a specific job assighment.
o Ifthis employer is a staffing or temporary employment agency, you must indicate whether you have contacted
this employer to determine if other suitable work is available for you.
e Return To Work is where you should indicate whether the employer has given you a date on which you will return to
full-time work at this job.
o Ifyou will return to work with this employer, you must provide the date on which you will return to full-time
work at this job.

Continue to select your answers, enter dates and type details into each additional required field.

Choose a Separation Reason from the radio button list.
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Separation Reason

Fired/Discharged

Suspension - Your

Layoff Due to Lack of W
business closure, downsi

Some separation reasons require entry of additional information about your separation from this employment. This in-
formation will be reviewed by Idaho Department of Labor staff and will assist in the personal eligibility determination
that will be made once you file your unemployment benefits claim application.

Separation Reason

Separation Details

m When you have entered your work history information for this employer, click the Submit button to save it and
return to the Work History screen. The employer should now be displayed on the Official Work History table.

Double-check that all employers—Idaho, out-of-state, military branch, federal government agency, and self-employ-
ment—are listed on your Official Work History table. If any are missing, repeat this how-to process.

Once all your employers from the past two years are in the Official Work History table, you may file a claim application.

Remove an Employer from Your Official Work History

How To: Remove an employer from your Official Work History table. Do this only if you truly did not work for the
employer listed, or if information about the employer is incorrect and needs to be reconfirmed. Also, remove the em-

ployer only if you have not yet filed a new claim. If you attempt to remove an employer from your official work history

after you have filed a claim, it will not be reflected on your current claim.

Begin on the Work History screen. Find the Official Work History table.

Official Work History 3 Filter Results
Employer Name Employer Type Job Title StartDate  EndDate  GrossEamings  Separation Reason

Idaho Private Sector MediaWriter  1/1/2014 9152015 $3,500.00 Leave of Absence

Click the Delete hyperlink to remove an employer from the official work history table before you file a claim application.

If the employer was also in the Idaho Wages table, you will either need to (1) reconfirm the employer by adding it back
to the Official Work History, or (2) request the employer be removed from your Idaho Wages table by a Claim Specialist.

Once all your employment for the past two years is listed in the Official Work History table, you are ready to file an un-
employment benefits claim application.

If you click the Apply for Benefits menu option to access the Apply for a Ul Benefits Claim landing page, your Wages and
Work History flip card should have changed from Incomplete to Complete.

UserGuides + | ContactUs | idahogov fOITONS
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APPLY FOR BENEFITS ~ MANAGE CLAIMS ~

Apply for a Ul Benefits Claim

Verified Complete
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File An Unemployment Claim Application
How-To: File an unemployment benefits claim application with the Idaho Department of Labor.

Log in to Claimant Portal and access your Claimant Portal Home screen.

User Guides + | ConactUs | Idshogov MELCISUNY
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Internet Unemployment System | (5

APPLY FOR BENEFITS ~ MANAGE CLAIMS ~

Claimant Portal Home

Your Attention Apply for Benefit

Hover over and click the Apply for Benefits menu option to access the Apply for a Ul Benefits Claim landing page.
[ E—

Apply for a Ul Benefits Claim

Verified Complete

$247.00 per week for 19 weeks File Claim Application

The Claim Application flip card displays your current claim’s status. If you are currently able to file an unemployment
claim application, it will display a blue button. The text displayed on the button depends on your current claim’s status.

— File Claim Application - If you have no current unemployment benefit claim on file, click the File Claim Application
button to begin the claim application process.

— Continue Claim Application - If you previously started a claim application and are now going to finish the filing pro-
cess, click the Continue Claim Application button and be returned to the first series of questions you answered. All
the answers you provided previously will be displayed.

* Please double-check all answers you previously provided to make certain they are accurate.

— Reopen Claim Application - If you have a claim on file with Idaho Department of Labor for which you have not filed
a weekly certification application for two or more consecutive weeks, click the Reopen Claim Application button to
reopen a current claim that is already on file, but which must be reactivated.

After you click the claim application button, you will see the Ul Claim Application - Getting Started screen.

Getting Started - Before You Begin

The Ul Claim Application - Getting Started screen provides an overview of unemployment benefits.

Ul Claim Application - Getting Started

You o file an t Insurance (i) Benefits Claim Application. It may take 30 to 45 minutes Resour:
eceive a confirmation number

Before You Begin

Bl what is a Ul benefits claim?
B when should
Do | meet tr

jo | need (o provide
after | file my claim?

B How do | receive benefit payments?

i Exit Continue i
1 will return with the information | need to continue 1 hawve the information as described

The Before You Begin section explains answers to some basic questions you may have and informs you of the types of
information that you will need to gather prior to filing your claim application.
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Click a single + accordion FAQ to see the answer to that question.
Click a single - accordion FAQ to hide the answer to that question.

Additional Resources are displayed on the screen including a link to the Ul Pamphlet, Ul FAQ, and Fraud FAQ. These
resources will help you better understand your rights and responsibilities for unemployment benefits.

You are required to read and understand the information in the Ul Pamphlet.
To file an unemployment benefits claim application, you need to gather some personal and employment information.

Social Security number

Driver’s License number or State Identification number

Alien Registration number and card (if you are not a United States citizen)

Work History details of each employer for whom you worked during the past two years

Business name

Business address (physical work site and corporate office address, if different)

Business phone number

Employment start and end dates

Gross earnings total before deductions

Reason for separation from employment

DD form 214, Member 4, Certification of Release or Discharge from Active Duty (if you performed active duty
military service, including National Guard and Reserve, for at least 90 days in the past 2 years)

Pension or retirement details including dates and amounts received, if any

Referral labor union membership information for a building or trades union who regularly refers you to work, if any
Temporary disability worker’'s compensation details, if any

° e o o o
O O O OO0 Oo0Oo

Once you have gathered the information you need and are ready to begin the unemployment claim application, click the
Continue | have the information as described button to access the Start screen.

Note: As you proceed through the claim application, each time you select the Next button, your responses will be saved.
This helps prevent loss of data while you proceed through the claim application.

Start - Fraud
The Start - Help Prevent Unemployment Insurance Fraud screen has the terms and conditions regarding fraud.
T .

Help Prevent Unemployment Insurance Fraud

Follow These Simple Rules to Prevent Fraud:
Fraud ¥

veekly certifica

How is Fraud Commiitted?

It is important for you to provide accurate and complete information to the Idaho Department of Labor. Please read this
screen and ensure you understand the penalties associated with making a false statement or withholding information.
Also, understand how to prevent fraud by accurately representing yourself and providing true and correct information.

Certify that you understand and agree to the terms, conditions, and consequences of making a false statement or with-
holding information from your claim application.

Click the Next button to save your response and continue to the Citizenship screen of the claim application.

Or, click the Previous button to abandon your response and return to the previous Ul Claim Application - Getting
Started screen of the claim application.
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Step 1 - Citizenship
The Step 1 - Citizenship screen requires you to identify your citizenship status as United States citizen, au-
thorized alien, or not authorized to work in the United States.

Hatm Apphcatio 1 Citizenship
Ul Claim Application
Step 1- Citizenship

US. Citizen

Not Authorized - You are not a U.S. aitizen, you do not have a green card, and you have no work
permit.

Select your Citizenship status to identify whether you are a U.S. Citizen, Authorized Alien, or Not Authorized.

If you select Authorized Alien, you must provide details about your alien status, which includes your Authorized Alien
Number, Immigration Document Type, Authorization / Entry Date, and Work Authorization Expiration Date.

® Authorized Alien - You
Receipt Card, alsa know
work permit

permitted to work in the United St
a green card, or an Employmes

es due to having an Alien
thorization Document, al:

Immigration Dacument Type

Authorized Alien Number Card Number

Authorization / Entry Date Wiork Authorization Expiration Date

Click the Next button to save your response and continue to the Other States screen of the claim application.
Or, click the Previous button to abandon your selection and return to the Start Fraud screen of the claim application.

Step 2 - Other States

The Step 2 - Other States screen requires you to indicate if you have filed an unemployment claim in any
other state.

APPLY FOR BENEFITS MANAGE CLAIMS *

Ul Claim Application
Step 2 - Other States

Other State Benefits
Have you filed for unemployment benefits in any other state in the past 12months? © Yes  © No

Select Yes if you have filed for unemployment benefits in any state other than Idaho in the past 12 months. If you filed
for benefits in another state, you must contact that state to see if you can continue to draw benefits from that claim.
The Career One Stop website has each state’s contact information.

Or, select No if you have no unemployment claim on file in any other state.

Click the Next button to save your answer and continue to the Step 3 - Military Service screen of the claim application.
Or, click the Previous button to abandon your answer and return to Step 1 - Citizenship of the claim application.

Step 3 - Military Service

The Step 3 - Military Service screen requires you to indicate if you had active duty military employment for
at least 90 days in the past two years.
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APPLY FOR BENEFITS MANAGE CLAIMS *

Claim Application

Ul Claim Application

Step 3 - Military Service Wilitary Service

Militar

he Miltary, ncuding Nationsl Guard and Reserve, on Yes O Mo
days, during the past two year:

Have y
active duty

&3 member of

Indicate whether you have worked for the military on active duty for at least 90 days during the past two years.

If you have military wages, they can contribute to your monetary eligibility and could increase the total amount of
money you could be eligible for during your claim’s benefit year.

— If you select Yes, an additional question will be displayed related to your physical location.

If you have no military wages, there should be no military wages listed on the work history of your claim.

Click the Next button to save your answer and continue to the Step 4 - Railroad screen of the claim application.
Or, click the Previous button to abandon your answer and return to Step 2 - Other States of the claim application.
Step 4 - Railroad

The Step 4 - Railroad screen requires you to indicate if you had railroad employment with which you applied
for a railroad unemployment claim.

Ul Claim Application

Step 4 - Railroad You cannot draw State Unemployment
} Insurance benefits and Railraad
Railroad Benefits B Unemployment Insurance benefits at the same
During the last two years, have you applied for unemployment Yes No time. You must choase under which program

benefits from the railroad? .
you want to file a claim.

have or assert any right to unemploym

Indicate whether you have applied for unemployment benefits with the railroad during the past two years.

If you have an active railroad unemployment claim, you may only draw benefits from that claim. You cannot file a state
unemployment claim with ldaho when you have an active railroad claim.

— Select whether you want to file for railroad unemployment benefits or state unemployment benefits.
Click the Next button to save your selection and proceed to the Step 5 - Eligibility screen.
Or, click the Previous button to abandon your selection and return to Step 3 - Military Service of the claim application.

Step 5 - Eligjbility

The Step 5 - Eligibility screen requires you to answer questions related to your eligibility for benefits.

laim Application

Ul Claim Application

Step 5 - Eligibility A number of factors can impact your eligibiity
for unemployment benefits.

cates that you currently reside in idaho. If this is not correct, y before you
continue with this claim application. All questions must be answered honestly and
accurately to ensure the details on your daim

For each question, select the answer that best describes your circumstances. Answer honestly and accurately to ensure
the details you provide on your claim record are correct.

A few of the questions require you to provide more information by answering supplemental questions and entering
dates and dollar amounts.

Commuter
If you reside in a state that borders Idaho and commute into Idaho to work, you must provide your county of resi-
dence, commuter status, and whether you cross the state line to work.

Tor unemployment benents

Your profile indicates that you currently reside in Washington. If this is not correct,
before you continue with this claim application. All questions must be answered honestly and
County accurately to ensure the details on your claim
Indicate what county you reside in. . record are correct.

Commuted
Did you commute to Idaho for work? ves O No

Crossing State Lines
Did you regularly travel accross state lines from home to work? Yes Mo
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Full-Time Work

If you file your claim the final week you worked for an employer and you worked 40 hours that final week, your
claim will be considered invalid. This is because an unemployment claim is considered valid when filed during a
week when fewer than 40 hours are worked.

Refusal of Work

Indicate if you refused a job or turned down an offer of work from an employer since you became unemployed.

Professional Athlete
Indicate if you received wages for services performed as a professional athlete.

Elected Official
Indicate if you received wages for services performed as an elected official.

Corporate Officer
Indicate if you received wages for services performed as a corporate officer.

Referral Labor Union

If you are a member in good standing with a building or trades union who regularly refers you to full-time work, you
must provide details about the union such as the Union Name, Union Number and Union Phone Number. This infor-
mation affects your work search status during period of time that you are registered with the referral labor union.

Union Name Union Number Union Phone Number

Workers’ Compensation

If you have applied for or if you currently receive temporary disability workers’ compensation, you must provide the
start date, dollar amount and payment frequency. This could impact your benefit amount during the week or weeks
that you receive a workers’ compensation payment.

Workers' Compensation Start
ate

Workers' Compensation
Amount

Workers' Compensation
Frequency

Disability

If you have suffered a total temporary disability that prevented you from working during the last three years, you
must provide the date the disability started, and the date the disability ended if there is an end date.

Disability Start Date

Disability End Date

Pension/Retirement

If you have applied for or if you currently receive payments from a pension or other retirement account other than
Social Security, you must indicate whether you contributed to that pension or retirement and provide the start date

and dollar amount of the pension or retirement.

Contribution

Pension Start Date

Did you contribute to a pension?

Pension Amount

O ves O No

Other Income

If you have been paid or will be paid for any other type of income, you must report it. This includes other income
such as vacation, holiday, bonus or severance pay, whether paid as lump sum or repeat payments.

Once you have answered all Eligibility questions, you are ready to continue.

m Click the Next button to save your selections and any additional information you provided, and continue to the
Step 6 - Work Search screen of the claim application.

m Or, click the Previous button to abandon any selections you made to this screen and return to the previous
Step 4 - Railroad screen of the claim application.
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Step 6 - Work Search
The Step 6 - Work Search screen requires you to answer questions related to your work search activities and
the type of work you plan to look for.

APPLY FOR BENEFITS MANAGE CLAIMS *

Ul Claim Application
Step 6 - Work Search

Full-Time Worl

¥ g d accept full-time work? (Full-time work s typically 40
work

Able to work Full Time
e you physically and mentally able to work full time?

Select your response for each question. Answer honestly and accurately to ensure the details on record are correct.

Full-Time Work
Indicate whether you are willing to seek and accept full-time work, typically 40 hours of work in a week.

Able to Work Full Time
Indicate whether you are physically and mentally able to perform full-time work.

School/Training

Indicate whether you are currently enrolled in or attending school or a training program.

*  This includes a class you attended or enrolled in this week—the week that you are filing the claim application.
*  This does not include a class you plan to enroll in or that you will attend in the future.

Transportation
Indicate how you intend to conduct in-person work search activities. You can select multiple answers if applicable.

Miles
Indicate the approximate number of miles you are willing to travel one way to work.

Dependent Care
Indicate the arrangements you have made to provide care to children or other dependents who would affect your
ability to find work. You can select multiple answers if they are applicable.

m Click the Next button to save your Work Search selections and access the Step 7 - Work History screen.

m Or, click the Previous button to abandon any selections you made to this screen and return to the previous
Step 5 - Eligibility screen on the claim application.

Step 7 - Work History

The Step 7 - Work History screen requires you to review your official work history and confirm that it is accu-
rate and complete.

T —— e

Ul Claim Application

Step 7 - Work History
tify that | have revie

Wage Summary

Wage Summary

Employer Name Work History  JULSEP2014  OCT-DEC2014  JANMAR201S  JULSEP 2015 Total  Removed
Completed s0 $0 $0 $192000  $1.92900
Completed $1,056.00 $2,616.00 50 0 5367200
Completed $25561.80 $2,855.06 $6,446.92 $0 $1186378

Total $3,617.80 $5,471.06 36,446.92 $1,92000  $17464.78

Each employer listed in the Wage Summary table should be an Idaho employer with whom you worked. The Work His-
tory column indicates each employer’s status on your account.
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e Completed is an employer for whom you have confirmed your Ildaho wages. This employer is also listed on your offi-
cial work history and will be included in the monetary determination for your unemployment claim application.
e Missing is an employer for whom you have not confirmed your Idaho wages.
o Ifan employer has a Missing work history status, please click the Manage Work History button to return to the
Work History screen and update your employment details. Finalize and confirm your work history, and then re-
turn to the claim application.

The quarters listed in the Wage Summary table are the calendar quarters that are included in the base period of your
claim. The quarters do not reflect your entire work history for each employer because your employment could have
spanned quarters prior to or after the quarters listed.

Work History Summary

Work History Summary

Employer Name Start Date

The Work History Summary is your official work history from the past two years that is on record with Idaho Department
of Labor. It contains all the employers with whom you confirmed your employment. It is the basis for wage details that
will be used to determine your monetary eligibility on this claim application.

Each employer listed on the Work History table is one of the following:

Idaho employer you worked for, and for whom you already confirmed your employment dates and wage detail.
Military branch you worked for, and for whom you already provided your employment details.

Federal Government agency you worked for, and for whom you already provided your employment details.
Out-of-State employer you worked for, and for whom you already provided your employment details.
Self-Employment work that you performed for wages, and for which you already provided your employment details.

If every employer you worked for is listed in the Work History Summary, acknowledge that your work history—as it is dis-
played—will be used to determine your monetary eligibility on this claim. Then click the Next button to continue with
your claim application and access the Submit screen.

If an employer you worked for is not listed in the Work History Summary, you should add the missing employer to your
official work history before you continue with your claim application. This should include any missing Idaho, out-of-state,
federal government, military employers, or self-employment work.

Click the Manage Work History button to temporarily access the Work History screen.

Your claim application is still in progress. Once you have completed your work history, click r

I*mw Claimant Portaf= "« ""

Internet Unemployment System | {5

While on the Work History management screen, a notification header bar will be displayed to remind you to con-
tinue with your claim application once you have finished making updates to your work history.

Refer to the Manage Your Work History how-to process for details on how to update your employment history.
Ul Claim Application - Preliminary Work Search Status

The Ul Claim Application - Preliminary Work Search Status popup requires you to review the work search
status that you will have once you submit your claim application.

Ul Claim Application

Preliminary Work Search Status e

Employment

Review the Preliminary Work Search Status details provided to you. The work search status that is displayed is based
on the information you provided in the claim application up to this point.

Click the close X button in the top right-hand corner of the popup, and continue to the Submit screen.
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Ul Claim Application - Submit
The Ul Claim Application - Submit screen requires you to review and understand the terms and conditions of
your claim application for unemployment benefits.

APPLY FOR BENEFITS MANAGE CLAIMS

Claim Applicaton S

Ul Claim Application

Ifyou are initially found eligible on your Unempleyment Insurance (UI) benefits claim, you must fulfill 2 number of additional requirements to maintain your eligibility.

Carefully review each item listed below and check the corresponding box to Indicate that you understand and are willing to abide by these terms.

You must ackn ge that you agree to before y this applicat

You are required to read, understand and agree to the terms and conditions put forth by Idaho Department of Labor.
Once you have agreed to all the terms and conditions of the claim application, you may proceed to file your claim.

Click the Submit Claim Application button to file your claim with the Idaho Department of Labor. It will be processed
within moments, any issues that are identified will be pended to your account, and the Ul Claim Application - Complete
screen will be displayed.

Ul Claim Application - Complete
The Ul Claim Application Complete screen is a read-only screen that displays the completion information
about your unemployment benefits claim application.

APPLY FOR BENEFITS MANAGE CLAIMS ~

Ul Claim Application Complete

Completion Time;

In addition to the completion time and confirmation number, links to resources are provided to help you fully under-
stand your claimant benefit rights and responsibilities, perform job searches, attend workshops and be more fully in-
formed on unemployment benefits.

If you return to the Apply for Benefits landing page, your Claim Application flip card shoud display a new status of
Current Claim On File.

Apply for a Ul Benefits Claim

Your Profile Wages and Work History Before You Begin

Verified Incomplete

Benefit Project

$0.00 per week for 0 weeks Current Claim On File

— Ifyour Claim Application flip card displays a Claim Processing status, your claim has been submitted to the Idaho
Department of Labor but has not finished being processed. Please be patient. It may take a few minutes for it to be
completely processed.
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Change Your Payment Method

How-To: Change the payment method by which you will receive unemployment benefits.

About Your Payment Methods

You have two options to choose from with regard to how you will be paid for your unemployment benefits: bank card
and direct deposit. You have the ability to change this at any time. Once changed, the new payment method will take
effect the next time a weekly benefit payment is processed on your account.

Log in to Claimant Portal. Hover over the Manage Claims menu option.

UserGuides * | ContactUs | idahogov TEETTY
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Log Out

APPLY FOR BENEFITS ~

User Guides = | Contactts | idahogor [Ty

.
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APPLY FOR BENEFITS * MANAGE CLAIMS *

Manage Claims

Certification 2
nt: $398.00 Last Cert ion: 5/14/2016

The Manage Claims landing page displays details about your account and claim. The Payment Method flip card displays
your current payment method of either Bank Card or Direct Deposit.

Payment Method ? Payment Method ?

Bank Card Direct Deposit

Change Payment Method Change Payment Method

or

On the Payment Method flip card, click the Change Payment Method link to access the Payment Methods screen.

ur current payment method is Bank Card.

Yo
a -\‘rCJ% n \;«'m J Sign Up For Direct Deposit

You can choose to receive your benefit payments using bank card or direct deposit.

Sign Up for Direct Deposit

Each person who is new to the unemployment process has bank card as the default payment method. However, to take
advantage of having benefit payments automatically deposited into your bank account, you can sign up for the direct
deposit payment method.

Begin on the Payment Methods screen.
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Click the Sign Up For Direct Deposit button to access the Terms of Use screen.

APPLY FOR BENEFITS * MANAGE CLAIMS *

Add Direct Deposit

Sign Up For Direct Deposit

Terms of Use

If you agree to all the direct deposit terms of use, acknowledge your agreement.

m Click the Next button to access the Account Information screen.

APPLY FOR BENEFITS ~ MANAGE CLAIMS *

» Agd Direct Daposic

Sign Up For Direct Deposit

Account Infa Please double-check the numbers you enter

Type your 9 Digit Routing Number in the space provided and confirm that number.
Type your bank Account Number in the space provided and confirm that number.
Select the Account Type as either a Checking or Savings account.

Enter a Nickname for your bank. This can be the actual name of your bank, a doing-business-as name, or some name
by which you will recognize the banking institution.

Double-check the numbers you entered for the routing number and account number fields to make certain they are
correct. Incorrect information could delay potential benefit payments.

m Click the Next button to access the Confirm screen.

APPLY FOR BENEFITS * MANAGE CLAIMS *

» Add Direct Dagosit

Sign Up For Direct Deposit
Confirm

Please confirm the information entered below is correct, or start over to re-enter different information.

Verify your information is correct.
Click the Save button to save your direct deposit information and access the Success screen.

Or, click the Start Over button to return to the Account Info screen where you can reenter your bank account details.

APPLY FOR BENEFITS * MANAGE CLAIMS ~

» Add Direct Daposit

Sign Up For Direct Deposit

Success

The success screen confirms that your information was submitted to Idaho Department of Labor. Changes will take
place on the next business day.

Click the Back to Payment Methods button to see your new current payment method status.
Your current Direct Deposit information should now be displayed on your Payment Methods screen.

The Payment Method flip card should now display your new payment method of Direct Deposit.

Stop Using Direct Deposit — Switch to Bank Card

Begin on the Payment Methods screen.

APPLY FOR BENEFITS * MANAGE CLAIMS *

Payment Methods

daho offers two methods for disbursement of Ul benefit payments: bank card or direct deposit. Your current payment method is Direct Depasit.

Bank Card - A bank card will be mailed to irst benefit payment is processed for a week in whict Direct Depasit Details

wheny

Click the Stop Using Direct Deposit button to access the Stop Direct Deposit screen, which confirms that your direct
deposit information has been stopped and any future payments will be made on a bank card.

Click the Back to Payment Methods button to see your new payment method status of bank card.
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Change Your Tax Withholding Status

How To: Change your tax withholding status to indicate whether you want 10% withheld from your unem-
ployment benefit payments for annual federal income taxes.

About Tax Withholding

The federal government requires you to pay taxes on all income you receive during the calendar year. Payments of un-
employment benefits are taxable in this way. To put some money toward this annual tax, you can set your tax withhold-
ing status to withhold 10% from your benefit payments, or you can decline this and have nothing withheld from your
benefit payments. By default, taxes are not withheld from benefit payments. You must elect to have taxes withheld.

Log in to Claimant Portal. Hover over the Manage Claims menu option.

UserGudes * | ContatUs | idahogov IS0 Log Out
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APPLY FOR BENEFITS ~

Click the Manage Claims menu option. This will display the Manage Claims landing page.
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APPLY FOR BENEFITS * MANAGE CLAIMS *

Manage Claims

nount: $398.00 Last Cert i 5/14/2016

The Manage Claims landing page displays details about your account and claim. The Tax Withholding flip card displays
your current tax withholding status.

Taxes Not Withheld Status: Taxes Withheld Status:
Tax Withholding ? Tax Withholding
Not Withheld Withheld
Change Tax Withholding Change Tax Withholding
or

Click the Change Tax Withholding hyperlink to access the Tax Withholding screen.

APPLY FOR BENEFITS ~ MANAGE CLAIMS *

Tax Withholding
Federal Tax Withholding

Do you elect to have federal income tax withheld at a rate of 10% from each be:

Select the Yes radio button to have taxes withheld from your benefit payments.
Or, select the No radio button to not have taxes withheld from your benefit payments.
Click the Next button to save your new selection and return to the Manage Claims landing page.

The Tax Withholding flip card should now display your new tax withholding status of Withheld or Not Withheld.
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View Your Claim History

How To: View your current and past unemployment claims with the Idaho Department of Labor.

Log in to Claimant Portal and access your Claimant Portal Home screen.

Hover over and click the Manage Claims menu option to access the Manage Claims landing page.

User Guides = | Contactts | idahogor Ty

.
Claimant Portal

Internet Unemployment System | (5

APPLY FOR BENEFITS * MANAGE CLAIMS *

Manage Claims

Certificatior 2
unt: $398.00 Last Cert ion: 5/14/2016

™

The Your Claims flip card displays the high-level status of your claim.

— If you do not have a claim on file with an open benefit year, it will display No Current Claim as your status.
— If you have a claim on file with an open benefit year, it will display your Weekly Amount and Balance Remaining.

Your Claims ? Your Claims

No Current Claim Weekly Amount: $398.00

or

Balance Remaining: $5,174.00

View Your Claims View Your Claims

Click the View Your Claims hyperlink to access your Claims screen.

User Guides * | Contacttls | idahogov [Rieieny
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APPLY FOR BENEFITS * MANAGE CLAIMS *

Claims

rent and historical claims are provided below. Your original claim application can be viewed (if available) by licking the & button next to the Claim ID.

The Current Claim table displays details about the current claim from

Current Claim

Total Weekly
Benefits Benefit Benefit
Paid

alar
claimip Start Date End Date Filed Date Claim Status Remaining Amount Amount

Monetarily Eligible $0.00

Understand your current claim:

End Date is the day that your claim will expire, also known as the

Claim Status is the current state of your claim.

which you can draw benefits each week.

Claim ID is the unique identification number assigned to a claim upon completion of a claim application.
Start Date is the day that your claim began, also known as the benefit year begin date. It is always a Sunday.

benefit year end date. It is always a Saturday.

Filed Date is the day that you filed your claim application. It can be any day during the first week of your claim.

o Monetarily Eligible is a claim that meets monetary eligibility requirements and from which benefits can be drawn.
o Monetarily Ineligible is a claim that does not meet monetary eligibility requirements and from which benefits cannot be

drawn.

o Monetarily Pending is a claim awaiting further detail before monetary eligibility can be determined.
o Benefits Exhausted is a claim on which the total benefit amount has been paid out and a zero dollar balance remains.
o  Benefit Year Expired is an inactive claim on which the benefit year end date has passed and from which benefits can no

longer be paid.

o Withdrawn is a permanently inactive claim for which a record of the claim remains on file.
e Balance Remaining is the total dollar amount of benefits that is still available to be paid from a claim.
o Benefits Paid is the dollar amount of benefits that have already been paid on a claim.
o Total Benefit Amount is the maximum dollar amount for which you are eligible throughout the claim’s benefit year.
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o  Weekly Benefit Amount is the maximum dollar amount for which you are eligible each week that you file a certifica-

tion application for a benefit payment.

The Historical Claims table displays a summary of your prior claims.

Historical Claims

Total Wieekly
Balance Benefits Benefit Benefit.
ClsimiD  StartDate  EndDate  filedDate  Claim Status Remaining paid

2712005 2132014 Benefit Year Expired $6,006.00 $819.00 $6,825.00 $273.00
62212013 Benefit Year Expired $2.290.00 $0.00 229000 $229.00
6/16/2012 Benefits Exhausted $0.00 $4356.00 $4356.00 $198.00
67117201 Benefit Year Expired $1,860.00 $2,79000 $4,65000 $186.00

View Claim Application

How To: View the details of any claim application you have filed in Claimant Portal. Claim applications filed in
previous systems cannot be viewed in this manner.

Current Claim

Total Weekly

Balance Benefits Benefit Benefit

Clsimip  SwrtDate  EndDate  filedDate  Claim Status Remaining Paid Amaunt Amaunt
Monetarily Eligible 30.00

Click the Claim ID hyperlink to access the View Claim Application screen and see all questions and answers you submit-
ted on the selected claim application for unemployment benefits with ldaho Department of Labor.

APPLY FOR BENEFITS = MANAGE CLAIMS ™

View Claim Application
Statistics

Completion Time Confirmation Number

Disclaimers and Agreements

34 | Claimant Portal | LB



Manage Your Issues
How To: View any issue that could prevent benefit payments on your unemployment claim.

About Issues on Your Account

Issues are usually created on your account when you file a claim or certification. Oftentimes, they need to be reviewed
by a Claim Specialist at Idaho Department of Labor so a personal or monetary eligibility determination can be made on
a claim or a weekly of benefits.

Log in to Claimant Portal and access the Claimant Portal home screen.

Hover over and click the Manage Claims menu option to access the Manage Claims landing page.

User Guides + | Contactus | Idahogov [Riuecid
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APPLY FOR BENEFITS * MANAGE CLAIMS *

Manage Claims

i Last Certification: 5/14/2016

The Issues Preventing Payment flip card displays the total number of pending issues that could be preventing benefit
payment on your claim.

With pending issues: Without pending issues:
Issues Preventing Payment ? Issues Preventing Payment
2 Pending Issues 0 Pending Issues
I‘a]%"l‘:gr': ssues I‘a]%"l‘:gr': ssues
or

Click the Manage Issues hyperlink to access the Issues screen.

Issues

Please review the issues on your account, which are listed in the table below.

The Your Issues table displays any issues that are present on your account.

Your Issues

Issue Type Issue Status Start Date End Date Notification Mail Date

Discharge Denled /412015 11532015

Reportable Income, Partial Entitlement Denled M172009 11772009

Reportable Income, Partial Entitlement Denled 1/27/2008 2/2/2008 2/5/2008

Understand any issues that are present on your account.

o Issue Type is the kind of issue that was generated on your account.
e Issue Status indicates if an eligibility decision has been rendered.
o Pending indicates that an issue has been established but fact-finding has not been completed and the issue is
not yet resolved. Most issues in a pending status stop payment until resolved.
o Allowed indicates that you have been determined eligible for benefits during the start date and end date of that
issue. It allows a benefit payment to occur if there are no other issues stopping payment for the same dates.
o Denied indicates that you have been determined not eligible for benefits during the start date and end date of
that issue. It stops benefit payments from occurring between the start date and end date of the issue.
o Start Date is the date the issue became effective. It is always a Sunday.
e End Date is the date the issue concluded. It is always a Saturday.
¢ Notification Mail Date is the date on which an eligibility determination letter was generated and mailed to the ad-
dress listed on your Claimant Portal user account.
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View Your Benefit Overpayments

How-To: View benefit overpayments that have occurred on your account. The overpayment balance that is
displayed does not include interest charges. To get an overpayment balance that includes interest, call the
Collection Enforcement Unit at (208) 332-3573.

Log in to Claimant Portal and access your Claimant Portal Home screen.
Hover over and click the Manage Claims menu option to access the Manage Claims landing page.

The Benefit Overpayments flip card displays the Balance Due to Idaho Department of Labor, if any.

Benefit Overpayments

Balance Remaining: $178.75

View Overpayments

Click the View Overpayments hyperlink to access the Benefit Overpayments screen.
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APPLY FOR BENEFITS ~ MANAGE CLAIMS ~

Benefit Overpayments

his o rent balance due to idaho Department of Labor pending any unresolved written protest regarding this overpayment. The

yment is not included in the t

The Summary table is displayed if you have a balance owed to Idaho Department of Labor.

Summary
Overpayment Type Amount Recovered - Paid Back offset other Balance
$31304 351164 $1.40 5000 5000

$171.75 $0.00 $0.00 $0.00

Understand overpayments that are present on your account.

Overpayment Type indicates how the overpayment occurred—what kind of improper payment it was.

Amount indicates the dollar amount of the overpayment that occurred.

Recovered -Paid Back indicates the total dollar amount that you have repaid to Idaho Department of Labor.
Offset indicates the total dollar amount deducted from the weekly benefit payment and applied to your overpay-
ment balance due.

Other indicates the total dollar amount in other categories of recovery that reduced the overpayment amount.

e Balance indicates the total dollar amount that is owed to Idaho Department of Labor after all recoveries, offsets
and other payments have been accounted for.

Click a single Overpayment Type hyperlink to access the details of that specific overpayment.

Benefit Payment Details B Filcer Results

Certification Created Amount Payment Offset Other Owed
2 1173002012 $158.00 $158.00 $0.00 $0.00 $0.00
$183.00 $183.00 $0.00 $0.00 $0.00

$60.04 $58.64 $1.40 $0.00 $0.00

$112.00 $112.00 $0.00 $0.00 $0.00

The Payment section informs you that any benefit overpayment must be repaid to the Idaho Department of Labor.

Note: State and federal law authorizes legal action to collect benefit overpayments, including state and federal income
tax refund interception, claimant and spouse wage garnishments, bank account seizures, and lien filing on property
and monetary assets.
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View Your Certifications and Payments
How-To: View your certifications and benefit payments according to the benefit week ending date.

Log in to Claimant Portal and access your Claimant Portal Home screen.
Hover over and click the Manage Claims menu option to access the Manage Claims landing page.

The Certifications and Payments flip card displays your current weekly status.

Certifications and Payments

Last Certification: 4/23/2016

View Certifications and Payments

Click the View Certifications and Payments hyperlink to access the Weekly Certifications screen.
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APPLY FOR BENEFITS * MANAGE CLAIMS *

Weekly Certifications

The Your Certifications and Payments table lists all of your certifications by the benefit week ending date.

Your Certifications and Payments

Certification ion Child  Fede
o

Week Certificati Certification ral Net
EndingDate  Date Amount  Deductions  Support Tax  Amount  Status

$0.00 $0.00 $0.00 $0.00 $0.00  Unprocessed

+ Na payments for this certification.

+ Direct Deposit payment released 12/2/201%

$0.00 $0.00

$39.80

$

$35

320

8.20

Full Payment

Understand your weekly certifications and payments.

e Certification ID is a unique identification number assigned to each weekly certification application that you file.
o A hyperlinked number is an indication that there is additional information about the week.

Week Ending Date is the last day of each benefit week. It is always a Saturday.

Certification Date is the day you filed your weekly certification application for the related benefit week.

Certification Amount is the total dollar amount you were determined monetarily eligible to receive.

Deductions is the dollar amount for a pension, retirement or workers’ compensation payment that is being sub-

tracted from the certification amount for a specific benefit week.

e Child Support is the dollar amount for a child support payment that is subtracted dollar for dollar off the certifica-
tion amount for a specific benefit week.

e Federal Tax is the dollar amount that is deducted for federal income taxes at a rate of 10%.

o Net Amount is the total dollar amount you are eligible to receive for a benefit week, which takes into account all
deductions from the original certification amount.

e Status is the current state of each certification. It indicates if a certification has been submitted but remains unpro-
cessed, if it is the waiting week, the kind of payment that occurred, or if there is a pending issue stopping payment
on a specific week that needs to be resolved.

o Payment status indicates the type of payment that was processed and when the payment occurred.

Click on the Certification ID hyperlink to access the View Certification Application screen.

APPLY FOR BENEFITS * MANAGE CLAIMS *

View Certification Application

Statistics

Start Time Completion Time Confirmation Number
T2/162015 53917 271612015 54543 AM

This screen displays your response to each question on the selected week’s certification application. Your answers are
used to determine your personal and monetary eligibility for the corresponding benefit week.
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File A Weekly Certification Application

How To: File a certification application for a weekly benefit payment on your unemployment claim.
Log in to Claimant Portal and access your Claimant Portal Home screen.

Hover over and click the Manage Claims menu option to access the Manage Claims landing page.
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APPLY FOR BENEFITS * MANAGE CLAIMS *

Manage Claims

Certification 2
T —— Last Certification: 5/14/2016

™

The Certifications and Payments flip card displays your current certification status. It will identify if you are able to file a
weekly certification application. If you can file for the current benefit week, a blue button is displayed.

— File Certification Application - If you have no certification on file for the current benefit week, click the File Certifica-
tion Application button to begin the certification application process.

— Continue Certification Application - If you previously started a certification application and are now going to finish
the filing process, click the Continue Certification Application button and see the questions you answered originally.
Please review your answers as you step through the application process.

Click the blue button to begin the certification process and continue to the Weekly Certification Application - Getting
Started screen.

Getting Started - Before You Begin
The Weekly Certification Application — Getting Started screen provides an overview of weekly certifications in
the form of accordion FAQ and links to additional resources.

APPLY FOR BENEFITS - MANAGE CLAIMS * _

Weekly Certification Application - Getting Started

You are about to file a certification application for benefits for the week of 5/15/2016-5/21/2016. Your
nould be specific to this time period

You Begin
tdo | need to do first?
tinformation do | need to provide?

to know about certifications?

rtification Application
et o8 descrlbed

File Ce
I have the

The inf ide w ne your el
Exit
Iwill return with the information | need to continue

The Before You Begin section explains answers to some basic questions you may have and informs you of the types of
information you need to gather prior to filing your certification application.

Click a single + accordion FAQ one of the questions to see its answer to that question.
Click a single - accordion FAQ to hide the answer to that question.

Additional Resources are displayed on screen to help you better understand your eligibility, how to prevent misreport-
ing, and other unemployment topics. You are required to read and understand the details provided in the Ul Pamphlet.

To file a weekly certification application, you need to gather some information.

e (Gross earnings before deductions that you earned during this benefit week, even if you have not yet been paid.
e Work search contacts for at least two employers you communicated with during the benefit week, if you are re-
quired to look for work.
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Once you have gathered the information you need and are ready to begin the weekly certification application, click the
File Certification Application | have the information as described button to access the Step 1 - Work Availability screen.

*  Note: As you proceed through the weekly certification, each time that you select the Next button, your selections
and responses will be saved to prevent data loss.
Step 1 - Work Availability

The Step 1 - Work Availability screen displays a series of personal eligibility questions that you are required
to answer regarding your availability for work during the applicable benefit week.

APPLY FOR BENEFITS * MANAGE CLAIMS ~

Weekly Certification Application Week of Sunday, May 15 - Saturday, May 21

Step 1-Waork Availability

For each question, select the answer that best describes your circumstances.

It is important that you answer all questions accurately and truthfully because this information will go on your claim rec-
ord and will be used to determine your monetary eligibility for this benefit week.

Able To Work

Indicate if you were physically and mentally able to work each day during the benefit week.

Available For Work

Indicate if you were available to work on each day during the benefit week.

Away From Area

Indicate if you were away from the area in which you normally look for work at any time during the benefit week.
Refused Work

Indicate if you refused a job or turned down an offer of work from an employer in the last two years that you did not
already report on your claim application.

Attended School Or Training

Indicate if you attended school or a training program at any time during the benefit week.
Quit Job

Indicate if you quit a job during the benefit week.

Fired From Job

Indicate if you were fired from a job during the benefit week.

Once you have provided your work availability details for the benefit week, click the Next button to save your responses
and continue to the Step 2 - Income screen of the certification application.

Step 2 - Income

The Step 2 - Income screen displays a series of monetary eligibility questions that you are required to an-
swer regarding the income you earned and were paid during the applicable benefit week.

APPLY FOR BENEFITS ~ MANAGE CLAIMS *

Weekly Certification Application Week of Sunday, May 15 - Saturday, May 21
Step 2- Income

Worked for Employer
Did you work for an emplayer d

You must respond to a series of questions about your income.
For each question, select the answer that best describes your circumstances during the benefit week.

It is important that you answer all questions accurately and truthfully because the information will go on your claim rec-
ord and will be used to determine your monetary eligibility during this benefit week.

In some instances, you will be required to provide more details by answering additional questions.
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Worked For Employer

If you worked for an employer during the benefit week, you must provide details about the employment. Indicate if
it was full-time work, total dollar amount earned from all employers, and each employer’'s name, address and the
last day you worked.

Gross wages from an employer should be reported the week the wages are earned, even if you have not yet been
paid. Do not report it again the week you get paid. For example, 12 hours of work multiplied by $10 per hour equals
$120 of income earned that you would report.

Self Employed

If you performed any self-employment work during the benefit week, you must provide details about that work, in-
cluding the total dollar amount you earned—even if you have not yet been paid—and whether you worked 40 or
more hours in self employment during that week. Gross wages from self employment should be reported the week
the wages are earned, even if you have not yet been paid.

Other Income

If you earned or were paid any other type of income during the benefit week, you must provide the dollar amount of
each type of income (vacation, severance, holiday, or bonus).

Vacation pay should be reported the week in which you take the vacation day.

Lump sum unused vacation pay should be reported the week it is paid to you.

Severance pay that is not paid as a lump sum should be reported the week(s) it is allocated to you.
Lump sum severance pay should be reported the week it is paid to you.

Holiday pay should be reported the week in which the holiday occurs.

Once you have finished reporting all income, click the Next button to continue with the claim application.

— If you are currently in a Work Search Status of Work-Seeking, you will continue to the Step 3 - Work Search Con-
tacts screen of the claim application.

— Ifyou are currently in a Work Search Status of Employer Attached or Union Attached, you will continue to the Sub-
mit screen of the claim application.

Step 3 - Work Search Contacts
The Step 3 - Work Search Contacts screen provides a space for you to enter your work search contacts with
employers for each week that you are in a work search status of work-seeking.

Note: If your work search status is Employer Attached or Union Attached, you will not see this screen. In-
stead, the Submit screen will be displayed.

Weekly Certification Application Week of Sunday, May 15 - Saturday, May 21

Step 3- Work Search Contacts

Contact Date Type of work Company Name

Add Work Search Contact
am unable to report twa Work search Contact

Idaho Department of Labor verifies work-seeking activities, so keep your own records as well as entering them here.

Click the Add Work Search Contact button to access the Select a Contact Type popup.

‘Add work Search Contact
slec tact Type:

Select the Contact Type you made during the benefit week of the certification application you are filing to access the
Add Work Search Contact screen for that contact type.
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Weekly Certification Application Week of Sunday, May 15 - Saturday, May 21

Step 3 - Work Search Contacts

etails of your Email work search contact

Each work search contact type has its own required data entry fields for you to fill out.
Enter your contact details into all required fields. Please provide as much detail as possible for each employer contact.

Click the Save Contact button to save that work search contact to your certification application and return
to the main Work Search Contacts screen. That work search contact should now be on the contacts table.

Step 3 - Work Search Contacts You must meet certain work se

Continue to add all work search contacts you had with employers during the benefit week. You need a minimum of two
employer contacts, but please enter all contacts you made that week.

— Ifyou did not make the required minimum of two work search contacts for this benefit week, check the box. A large
text box will be displayed. Please provide an explanation of why you did not meet the requirement. The details you
submit will become part of your claim record. After the Idaho Department of Labor reviews your responses, a per-
sonal eligibility determination will be made.

Once you have added all your work search contacts, click the Next button to continue to the Submit screen.
Weekly Certification Application - Submit

The Certification Application - Submit screen displays the terms and conditions of this weekly certification
application for an unemployment benefit payment.

APPLY FOR BENEFTS * MANAGE CLAIMS *

Weekly Certification Application Week of Sunday, May 15 - Saturday, May 21

You must acknowledge that you agree with each statement before you can submit your certification application.

You are required to read and agree to the terms and conditions before you submit your weekly certification application.

You are expected to understand your claimant benefit rights and responsibilities as outlined in the Ul Pamphlet. Idaho
Department of Labor can refer the information it contains at any time during eligibility determinations.

Once you have agreed to the terms and conditions, click the Submit Certification Application button to file your certifica-
tion application with Idaho Department of Labor and access the Weekly Certification Application - Complete screen.

Weekly Certification Application - Complete
The Certification Application Complete screen is a read-only screen that displays the completion information
about your certification application for an unemployment benefit payment.

APPLY FOR BENEFITS * MANAGE CLAIMS *

Weekly Certification Application Complete

mpletion Time: Confirmation Numbe Resources

Return to Claimant Portal Home

Click the Manage Claims hyperlink to return to the Manage Claims landing page. Your Certifications and Payments flip
card should now display a Last Certification: [date] Certification Already Exists For Benefit Week Ending [date] status.

Click the View Certifications and Payments hyperlink to see the status of your certification is now Unprocessed. Please
be patient. It will remain unprocessed until the next business day.
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View Your Work Search Status And Work Search Contacts

How To: Know your work search status and view your work search contacts for each benefit week.

Log in to Claimant Portal and access your Claimant Portal Home screen.

Click the Manage Claims menu option to access the Manage Claims landing page.

UserGuides * | ContactUs | idahogov [0S

Ul
Claimant Portal

Internet Unemployment System | {5
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Manage Claims

Weekly Amount: $143.00

Balance Remaining: $143.00 Certification: 4/23/2016

0 Pending Issues

ce Remaining: $178.75

In the right-hand column under the Work Search Status header, click the View Work Search Status and Contacts hyper-
link to access the Work Search screen.

APPLY FOR BENEFITS * MANAGE CLAIMS ~

work Search

Work Search

If your current Work Search Status is Work Seek

imum of ch cor made during each week for which y can ch contacts on the
The contacts you provide in the certification application are used to determine your personal eligibility for the corresponding benefit week,

The Work Search Status table displays your current and past work search statuses by date range.

Work Search Status

End Date #of Contacts

103172015

Your Work Search Status indicates your work search requirements during a specific timeframe.

Work Seeking requires you to:
o Contact at least two employers per week and report them as work search contacts on your weekly certification

application. You can use the Work Search Log to keep track of your employer contacts each week.
o Register a Job Seeker Account on the Idaho Works website within two weeks of filing your claim application.
Employer Attached requires you to maintain regular contact with the employer to whom you are attached so that if
work becomes available you are ready to work. You must notify the Idaho Department of Labor immediately if you
no longer have the opportunity to return to work with the employer.
Union Attached requires you to remain in good standing with the building or trades union who regularly refers you
to full-time work. Notify Idaho Department of Labor immediately if you cease to obtain work through a labor union.
In Training requires you to follow all instructions given to you and have your teacher or instructor sign a form each
week that confirms your satisfactory involvement in the training program during the specified benefit week.

The Work Search Contacts table displays the work search contacts you reported each week.

Work Search Contacts 3 -] I3 Filter Results
Benefit Week Ending 10/10/2015

Email 10/5/2015 That Fun Store Application Submitted
In Person 107772015 Hobbit's Writing Corner Application Submitted
Show [10 ¥ entries  Showing 10 1 of 1 entries

Click the + accordion to open the details of a work search contact.

Or, click the — accordion to close the details of a work search contact.
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View Your 1099-Gs

How To: View and print your 1099-Gs as reported annually by Idaho Department of Labor.

Log in to Claimant Portal and access your Claimant Portal Home screen.

Hover over and click the Manage Claims menu option to access the Manage Claims landing page.

User Guides *

.
Claimant Portal

| conacrus | idahogov [RToa)

Internet Unemployment System | {5

APPLY FOR BENEFITS * MANAGE CLAIMS ~

Manage Claims

ast Certification: 5/14/2016

File Certification Application

Weekly Amount: $398.00
Balance Remaining: $4,378.00

1099-G Reporting

The Internal Re

ndar year.
process

In addition to the details about the payer and the recipient, there is a table that lists all calendar years for which you

have already been sent a 1099-G.

Year Ul Payments Repayments ATAA/RTAA Payments

2014 3819.00 $0.00 $0.00

013 $511.64 $511.64 $0.00

Federal Income Tax Withheld

$0.00

You may click the Print Page icon to print the screen for your records.
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